Manage Users

The Manage Users section of STARS is to designate permissions to users. Click on the “Manage
Users” link on the left side of the page. Then type in the ND Login ID of the staff you would like to
assign permissions for. Then click the Search button. (Figure 1d)
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Figure 1d: Manage Users screen

If the ND Login ID is not found the screen will say “No users found matching the ND Login ID
entered”.

If the ND Login ID is not found the user will need to make sure they have given you the correct ID.
Users can go to the following site to verify they have the correct ND Login ID.
https://apps.nd.gov/itd/Idap/login.htm
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https://apps.nd.gov/itd/ldap/login.htm

In addition to searching by ND Login ID, searches can also be performed by user’'s name. Click on
the “User’'s Name” link at the top of the Manage Users screen. Type the user’s first name in the “First
Name” box and the user’s last name in the “Last Name” box. Then click on the “Search” button.
(Figure 2d)
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Figure 2d: Manage Users search by screen.

Search results will be listed below the search button. If more than one name appears, click on the
name you wish to view permissions for. (Figure 3d)
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Figure 3d: Manage Users search by results screen.
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If you don’t know the correct spelling of the user’s first or last name a couple letters from each can
also be used or an entire last name and first initial or vice versa an entire first name and last initial.
Once you finish typing the first and last name click the “Search” button. However, if the search criteria
yield too many results an error message will display. (Figure 4d)
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The final way to search for a user to set permission for is by the “Educational Unit”. Once you are in
the Manage Users screen, click on the “Educational Unit” link at the top of the Manage Users screen.
Choose the educational unit and the report from the drop down lists and then click search. (Figure 5d)
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Figure 5d: Searching by Educational Unit on the Manage Users screen.

Any users that have permissions to the Educational Unit and Report you choose will be listed below
the search button. (Figure 6d) If more than one user is displayed in the search results click on the
name of the user you would like to manage permissions.
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Figure 6d: Educational Unit search results on the Manage Users screen.
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If the ND Login ID is registered with ITD the screen will look like Figure7d. Click on the “Add User”
button to assign permissions for a user.
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Figure 7d: Add User screen if ND Login ID is already registered.

Any permissions the user has will be listed in the table on the page. To grant or revoke permissions
click on the configure link located on the right side of the page. (Figure 8d)
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Figure 8d: Manage User screen with configure link.
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There are four options for report permissions.

All my reports and educational units

User has permission to all reports and
educational units the person configuring their
account has access to.

One report

User will be granted access to just one report in
either all educational units the grantee has
access to or one or more educational units the
grantee has access to.

One educational entity

User will be granted access to one educational
entity and either all reports or one or more
reports the grantee has access to.

= One report and one educational entity

User is just granted permission to one report
and one educational entity.

The first set of instructions pertains to choosing the

“All of my reports and educational units” option.

Choose this option and then click the “Next” button. (Figure 9d)
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Figure 9d: Configuring permissions for a user in the Report Permissions screen.
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Choose the “Grant” or “Revoke” option and then check the permissions to either grant to or revoke
from a user. See page 11 of this manual for more detailed descriptions of each permission. Once all
the options are chosen click on the “Save” button. (Figure 10d)
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Figure 10d: Configuring user permissions in the Report Permissions screen

The second set of instructions pertains to choosing the “One report” option. Choose this option and
then choose the report from the “Select the report” drop down menu. Also, choose whether to allow
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the user to access this report “For all my educational units” or “Let me select the educational units”
then select the “Next” button. (Figure 11d)
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Figure 11d: Choosing report permissions for just one report.

If you choose the option, “For all my educational units” then you will need to choose the specific
report permissions on the next screen. Choose the “Grant” or “Revoke” option and then check the
permissions to either grant to or revoke from a user. See page 11 of this manual for more detailed
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descriptions of each permission. Once all the options are chosen click on the “Save” button. (Figure
12d)
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Figure 12d: Configuring user permissions in the Report Permissions screen.

If you choose the option, “Let me select the educational units”, the next screen will be to choose
specific educational unit(s). To select an educational unit, choose the appropriate group and then
click on the plus sign to the left of the folder image to expand the treeview. Once you click on the plus
sign there will be one or more different entities in that category. Check the checkbox to the left of the
educational entity name and click on the “Next” button. (Figure 13d)
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Figure 13d: Choosing an educational entity to give a user report permissions to.
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Choose the “Grant” or “Revoke” option and then check the permissions to either grant to or revoke
from a user. See page 11 of this manual for more detailed descriptions of each permission. Once all
the options are chosen click on the “Save” button. (Figure 14d)
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Figure 14d: Configuring user permissions in the Report Permissions screen.

The third set of instructions pertains to choosing the “One educational unit” option. Choose this option
and then choose either “For all my reports” or “Let me select the reports” then select the “Next”
button. (Figure 15d)

a Configure Report Permissions - Microsoft Internet Explorer

File Edit View Favortss Tools Help '

Q- @ [¥] B @ P - &
Address @jhttps:Hsecure‘apps‘state.nd‘usﬂdpifstarsISecurityﬂManageUserReportPermissmns.asnx?gu\d:UQDSbDSb-mb}1f15-4235-753047:765d1 b aGu Links
STARS

State Automated Reporting System

‘Welcome DPl-Admin MIS (Log Qut
Reports

Fill Out Reports
Report Status

Test P User - Report Permissions

Select Configuration Type

Security Grant or revoke permissions for:
My Account [@F] my reports and educational units
O One report

Select the report
For all my educational units

System Let me select the educational units
Announcements
File Sharing @ One educational unit
@ For all my reports
O Let me select the reports
(O One report and one educational unit
4 Print Page

= Next Cancel

Harth Dakota Depament of Fublic |

&] Done B & Trusted sites

Figure 15d: Choosing report permissions for one single educational entity.
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If you choose the “For all my reports” option the next screen is to choose the educational unit. To
select an educational unit, choose the appropriate group and then click on the plus sign to the left of
the folder image to expand the treeview. Once you click on the plus sign there will be one or more
different entities in that category. Click on the educational entity name and then click on the “Next”
button. (Figure 16d)

e Configure Report Permissions - Windows Internet Explorer

@ 5 = HD https:/secure.apps state.nd.us/dpifstars/Security/ManageUserRepor tPermissions 2spxPguid =ad 17abfe-ddeg-347e-2 ¥ ERIEES 8-

Fle Edt View Favorites Tools Help

& -

¢ A7 |HD Configure Report Permissions B o v |-} Page - {Cf Tools
| STARS

State Automated Reporting System

Welcome DPI-Admin MIS (Log Out)

Reports L

Fill Out Reports DPI MIS - Report Permissions

TamiEEs Select Educational Unit

Qutput Reporting

Select the educational unit to grant or revoke permissions for.

Security = Educational Units

My Account - (’i DpI
| LI 0P 99-993-8888

® ) Public LEA

System ® 7 Public School

Announcements # {7 Special Education Unit

File Sharing

) Print Page (xmack ) (oot ) [ camcel )

) Help

© 2009, North Dakots Department of Public Instruction. Vie

Dane J Trusted sites # 100% -

Figure 16d: Choosing an educational unit to apply report permissions.

Choose the “Grant” or “Revoke” option and then check the permissions to either grant to or revoke
from a user. See page 11 of this manual for more detailed descriptions of each permission. Once all
the options are chosen click on the “Save” button. (Figure 17d)
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Figure 17d: Configuring user permissions in the Report Permissions screen.

If you choose the “Let me select the reports” option the next screen is to choose the educational unit.
To select an educational unit, choose the appropriate group and then click on the plus sign to the left
of the folder image to expand the treeview. Once you click on the plus sign there will be one or more
different entities in that category. Click on the educational entity name and then click on the “Next”
button. (Figure 18d)

Page 12



= Configure Report Permissions - Windows Internet Explorer

I 6\:} - |n https://secure.apps.state.nd.us/dpi/stars /Security ManagelUserR eportPermissions.aspx ?guid=ad 17abf6-ddeg-347e-2 V| g +p|| X |, e

File Edit WVew Favorites Tools Help
i’k ﬁ'ﬁ [m Configure Report Permissions

l_\ @ - 8 @ - irPage - @ Tools ~ =

State Automated Reporting System

Welcome DPI-Admin MIS (Log Out)

iEmE DPI MIS - Report Permissions

Select Educational Unit

Select the educational unit to grant or revoke permissions for.

= Educational Units

LI DP1 99-99

7 Public LEA
§7J Public Schoal

7 Special Education Unit

L«Haﬂ(]L»Nm]LCﬂnm‘]

09, North Dakota Department of Public Instruction.

/" Trusted sites # 100% ~

Figure 18d: Choosing an educational unit to apply report permissions.
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The following screen is to choose the specific report(s) to give a user access to. To select a report,
choose the appropriate group and then click on the plus sign to the left of the folder image to expand
the treeview. Once you click on the plus sign there will be one or more different reports in that
category. Put a checkmark next to the report name and then click on the “Next” button. (Figure 19d)
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Figure 19d: Choosing reports to give a user access to.
Choose the “Grant” or “Revoke” option and then check the permissions to either grant to or revoke

from a user. See page 11 of this manual for more detailed descriptions of each permission. Once all
the options are chosen click on the “Save” button. (Figure 20d)
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- CIcan Unsubmit
[Ccan confirm
[Ican Reset Confirm
Check the box to alow this user to reassign the report permissions the user has.
NOTE: This permission applies to all reports the user has permission fo
[ allow user to reassign report permissions.
_4 Print Page
Check the box to alow this User to manage the automated fie transfer process.
) Help
[ alow this user to manage the automated fil fransfer process.

Done J Trusted sites /- ®esm v

Figure 20d: Configuring user permissions in the Report Permissions screen.
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The last set of instructions pertains to choosing the “One report and one educational unit” option.
Choose this option and then select the “Next” button. (Figure 21d)

2A Configure Report Permissions - Microsoft Internet Explorer

Fle Edt Wew Favortes Tools Help "

Qe - () |ﬂ é’l W ) search ¢ Favaries () -

Address | ] https: Jsecure. apps state.nd,us{dpifstars/Security{ManagsUserReportPermissions. aspx7ouid=0905b05h-d4b3-1F15-4735-Fe3047CPadt v E)Go Lk

State Automated Reporting System

‘Welcome DPRAdmin MIS (Log Out
Reports

Fill Out Reports
Report Status

Test P User - Report Permissions

Select Configuration Type

Security Grant or revoke permissions for:
My Account C Al my reports and educational units
C One report

Select the report
For all my educational units

Systen Let me select the educational units
Announcerments
File Sharing O One educational unit
For all my reports
Let me select the reports
@ Dne report and one educational unit
< Print Page

5, North Dakota Depatment of Public Instruction. ¥

@] Done S & Trusted sites

Figure 21d: Choosing the last report permission configuration option.

The choice is to pick the educational unit. To select an educational unit, choose the appropriate group
and then click on the plus sign to the left of the folder image to expand the treeview. Once you click
on the plus sign there will be one or more different entities in that category. Click on the educational
entity name and then click on the “Next” button. (Figure 22d)

a Configure Report Permissions - Microsoft Internet Explorer

Fle Edt View Favortes Tools  Help "

OEack ] Iﬂ é’l ) /-‘:s.aarch ‘::_E:'Favnmtes & - g

Address @jhttps:Hsecure‘apps‘state.nd‘usﬂdpifstarsISecurityﬂManageUserReportPermissmns.asnx?gu\d:UQDSbDSb-mb}1f15-4235-753047:765d1 b aGu Links
STARS

State Automated Reporting System

‘Welcome DPl-Admin MIS (Log Qut

Reports I
Fill Out Reports Test P User - Report Permissions
Repuilelats Select Educational Unit
Security Select the educational unit to grant or revoke permissions far
Ly (e = Educational Units
= {7 DPI
LI O
System ® §7) Public School District
Announcements ® §7 Public School
File Sharing
= Print Page
'L = Back J L = Next ] L Cancel ]

5, Morth Dakota Department of Fublic Instr

&) B & Trusted sites

Figure 22d: Choosing an educational unit to apply report permissions.
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The following screen is to choose the specific report(s) to give a user access to. To select a report,
choose the appropriate group and then click on the plus sign to the left of the folder image to expand
the treeview. Once you click on the plus sign there will be one or more different report in that
category. Put a checkmark next to the report name and then click on the “Next” button. (Figure 23d)

- Configure Report Permissions - Windows Internet Explorer gg‘

@ o =MD https: ffsecure, apps state.nd,us/dpifstars fSecurity ManageUserReportPermissions, aspxPguid=ad 1 7abfe-dded-3472-2 ¥ | 4 || 45| X Pl
Fle Edt View Faverites Tools  Help

& -

e ) P
¢ A7 |HD Configure Report Permissions fi v B &= - [ age - {0 Toos -

STARS
State Automated Reporting System

Welcome DPI-Admin MIS (Log Out)

gz DPI MIS - Report Permissions

Fill Qut Reports
e Stausr Select Report
Quipt Repotting Select the reports to grant or revoke permissions for DPI DISTRICT
Security = Reports -~
L 5 €7 LEA/Schoal Fall Report
= [ Local Education Agency Directory (MIS01)
! LB Local Education Agency Fall Report (MIS01)
System ~J Enrollment
Announcements - School Calendar
File Sharing

| Compensation

| Federal Title
- Other

§ Transportation

=) Print Page < Back > Next Cancel

@ Help

jorth Dakots Department of Public Instructi

Figure 23d: Choosing reports to give a user access to.
Choose the “Grant” or “Revoke” option and then check the permissions to either grant to or revoke

from a user. See page 11 of this manual for more detailed descriptions of each permission. Once all
the options are chosen click on the “Save” button. (Figure 24d)

(= Configure Report Permissions - Windows Internet Explorer gg
o= o s state.nd.us “[&]|[5][4]x e 2l [
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:

State Automated Reporting System
Weicome DP-Admin MIS (Log Out)
Reports Permissions 8
Flinits Select the permissions to grant or revoke for Local Education Agency Fall Report (MIS01) for DPI DISTRICT
Report Status The permissions this user alrsady has are checked. Uncheck the permission(s) to revake permissions the user already has.
Output Reporting
NOTE: Only the permissions that you have will be granted or revoked. Checking permissions you o not have will not sffect how the permissions are
Security reassigned.
Ly AEE Ocan View
Ccan Add / Edit Data
[can Delete Data
e [Ccan Export
o [Clcan import / Rollover
File Sharing Ocan vaidate
Clcan Submit
Automated File Transfer [Clcan Unsubmit
DCcan confirm
[Jcan Reset Cenfirm
Check the box to allow this user to reassign the report permissions the user has.
WOTE: This permission epplies to &l reports the user has permission to.
Cilow user to reassign report permissions
4 print P Check the box to allow this user to manage the automated fiie transfer process.
) Help [ atow this user to manage the automated file fransfer process.
<pack | | save | | cancal |

Done J Trusted sites v ®es% o~

Figure 24d: Configuring user permissions in the Report Permissions screen.
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